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Using the Howard County On-line Employment Application

...... First Time Users Guide

1. Go to www.howardcountymd.gov and click on JOBS.
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2. Scroll down the page until you see the alphabetical list of job titles and click on the job title in which you

are interested
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You nfust have an email address to complete your application. If you need one, we
st opening an email account at one of the numerous free email services.

- sehid to supumt but Hnt\eulate a
pleted application. Incomplate auphtatmms will be rejecte

rivacy is Important

ations are stored on a secure site. Only authorized County
ave access to the information submittad.

Salary K

$67,600.00 - $109,096.00 annually| 11/22/08

Contingent Protective
Senice (School Cr...

Correctional Officer

Contingent| $12.00/Hour 09/26/08
Full-Time [ $17.83 - $27.88 hourly Conti
o | Full-Time $17.53 - $26.07 hourly. 09/07/08
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If after reviewing the job announcement, you wish to submit an application, click the APPLY link
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= . Assistant Administrator - Deputy Human Resources
e Job Title: 4 dministrator

Closing Date/Time: Sat. 11/22/08 5:00 PM Eastern Time
Salary: $67,600.00 - $109,096.00 annually
Job Type: Full-Time

. George Howard Building, 3430 Courthouse Drive,
Loeatien: gjjicott City, Maryland

Print Job Informati

Benefits Supplemental Questions

This is supervisory and professional human resources work assisting the
Human Resources Administrator in managing all activities of the Howard
County Office of Human Resources

CLASS DESCRIPTION (Text from Howard County Classification Plan)
Performs advanced administrative work, which may include supervisory
responsibilities, under supervision from an administrative superior. As
directed, assists in the overall management of the Human Resource
praogram and directly supervises one or more major functional activities

such as benefits and records administration, classification and pay, or
recruitment and selaction.
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4. Click on CREATE YOUR ACCOUNT HERE.
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Job Listings Are you registered?

To apply online for a position, please create an acco
(registration is free). If you have slraady creatad yo
Governmentlobs.com personal account, please login

Job Interest Card

¥
:

Job Descriptions elow.

Qnline 1t Application Guide

Username:
Password:
Login

Not Registered Yet? Create Your Account Here!

1 Forgot My Password

To access the personalization features of Gavernmentlobs.com you
must first be a registered user. Registration is completely free and
takes only a few seconds. We don't share your information with
anyone and we're not going to send you an unsalicited e-mail. For
mare information about privacy at Gavernmentlobs.com, please read
our Privacy Policy.
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*If you have already created an account you would simply log back in entering your username and password. You
will not be able to create another applicant account using the same e-mail address

5. Enter your new account information (you MUST remember this information)

*You must have an email address to obtain a username and login, if you do not have one please create one
through hotmail, yahoo, aol, etc

6. Click on the ‘Save’ button
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Request New Job Seeker Account

Entor your account mfioma hon:

Lisgmame bryca

Tip: Chogew a Urarnama thet you can aasily mmemnbss, Yoo may ure
latnars and nuenbais ae the undersors ™", Fraveda Jobn_dosds

Email Addrass |bryca@necgoy.com
Password (TTT]

Confirm Passwiord EEE

Password Hink favonte raember

Tip: Bf pou Fonget wour pateword, wou cen dick on Lopt Pagrsard snd @
sl bew wrmialled te you,

e Apageis displayed with your login information. Click on the ‘Login’ button
e  Enter your username and password and click ‘Login’

7. Click on the ‘Create Application’ button

Note: You do not need to create a separate application for every job that you apply for. Each applicant must have
his/her own account. You cannot share accounts

| Home | Job search | About Us | Heip | Logout
wielcoms, [Chietp | vageut |

In ordhar to apply far a posdion you nead 0o create an appheaton first. Chick on the
“Create Application’ button and well guide you through the prooss.,

Crmate Applsation 4if8

iEEIi:atium: You"ve Creatid:

Tip: You do NOT need to recreate a new apphoation every Bme you'ne applying for a
pasibon,

Coppngtl @ 2000-200F Jeversmianloba AT ngbtl rererved. Patant Fenifig

8. Input a title for your application for your future reference
9. Click on the ‘Create Application’ button

10. Fill in the ‘Personal Profile’ information
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11. Click on the ‘Save & View Application’ button

12. If you want to add education or work experience, click on the links for ‘Add Education’ or ‘Add Work
Experience’ and complete these sections. You can also add Certificates or Licenses, Skills, Additional
Information, References, and a Resume, if desired. Click the ‘save’ button at the bottom of each
section.

Job Application s Rewiew

* Required Field
Complete your application by scrolling down and adding your informnation. When yow are finished

antering all of your information (such as sducation, work history, certificates, etc.), click on the
buttomn below to comtinue,

Co to Confirm Application

Persanal Profile Edit Personal Profile
Marme : Joe Smith Address: 1415 Santa Monica Blivd
Santa Momnica, California 90210
Social Security: ZZ2F-45-6998  Email: e PmEny el saen
MNotification Preference: Ermail
Homme Phone: alvernate Phome:

Other Personal Information

Drivar's Licanse: wes, Califormnia
Can youw, after employment, submit proof of ras

yowr lagal right to work in the United States?

wWhat is your hag lewel of ed LSt 1o Bachelor's Degres

Preferences
Freferred Salary:
Are you willing to relocate?

Trpes of positsons you will accepk:
Trypes of work you will accept:
Trypes of shifts you will accept:
Objective

Education — Sl Education
Waork Experience ——— Add Wark Experience
Certificates and Licenses Add Certificates or Licenses

13. Click on the ‘Logout’ link in the upper-right-hand corner



To Apply for a Specific Job Opening
1. From the employer’s employment opportunity website, click on the job title of the job you are interested
in.
2. Click on the ‘Apply’ link

Job Titha: (PART-TIME) REVENUE ASSISTANT |
Salary: §15.54 - §19.94 hourly

Job Type: Part=Teme {19 152 Hours par Weak)

Location: City of Stockton, Cahforma

Department: admanistrative Services

Brint Job Information | Apply -

3. Login using your applicant username and password that you created previously.

Note: If you have previously created an applicant account, login using the previously created username and
password. You will not be able to create another account using the same e-mail address.

[ bne | 1ot soarcr, [JITSTOTTRTY About us [Past o doh | EnloyerLogn
Are you registered?

To apply onéne for a posftion, pleass create an account HERE (registraton i free). If you
have atwady created your Governmentichs.com personal acoount, phaase logn balow,

Usarnamn: jos_B5

Password! llull

Mot Regeterad Yer? Or

Ta apply for the position of (PART-TIME) EEVENUE ASS]S

Creats Application |

5. Answer the agency-wide supplemental questions
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* Baguerind Feslid

if you need more than one hour to complete tes sachon clnclc the "Save Work in Frogress'
#d "R

Buttoh cccagianaly to dave your work. irad" finad 1o be andwaned in
order b Subim the sppdoation. Note: DD NDT oos HTML BS35 in yOUF SNwers.

The gurpase af thel Tupplamentsl Quashonnsene i o cBtain sddianal job related nformation in
afdar to evalasls sducation, tramng and expanancs relabe bo the pastih.

#1, dire you currently or have you ewer bean ermployed by the City of Stockton?

T owes T Mo

6. Click on the ‘Save & Proceed’ button at the bottom of the page
7. Answer the job-specific supplemental questions (if any)

o o @
lob Anency:wide Supplemental
Aoplication  Questions  Duestions

Supplemental Questions
= I-'!i:.ulr-ed Fial -d

If you naed mare than one howr to complets this fechon ok the "Save Work in Progress’
button socasionally to save your work, All questions marked "Reguired” nesd o be snzwered in
order to subimit the applcation. Note: DO NOT use HTML tags & yOur SNEWers.

Thee folleming questions apply to enly the pestion you are applring for.

*1, The Supplemental Questonnaire is part o’fliy: examanabion process; aocordingly, it should be
complated carefully. It must be submitted with youwr official employment spplication. Qo not

I cartify that the wmformaton provided is accurate and complete to the best of my knowledge. [
understand that any falsification may cancel any termd, condibans, or panvileges of

empleyment,
& ves " Ho
=2, Do you pessass a high scheol diploma or GEDT
Fvps T No
=3, Do you possess a valid California Clags “C° Driver's License?

 ves 7 No

l Save Work in Progress ] Save B Procaesd

* Required Field |

8. Click on the ‘Save & Proceed’ button at the bottom of the page
9. Scroll to the bottom of the application review screen and click ‘Confirm & Send Application’
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Supplemental Questions Edit Supplemental Questions

1. Qi Whatlevel of HR certnication de you have, It any? Eair

A: No Certification

2. Qi How many yoars expericnce in the Human Ressurces ficld do £dit

s sos years

3@ Dy ave = working knowlerdoe of anpiieahle rederal, Srare cis
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10. Click the ‘Accept’ button on the digital signature screen
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By clicking on the "Accept’ button, I hereby
certify that every statement I have made in
this application is true and complete to the
best of my knowledge. 1 understand that
any false or incomplete answer may be
grounds for not employing me or for
dismissing me after I begin waork. [
understand that I will have to produce
documentation verifying identity and
emplayment eligibility in the U.S. I
understand that I may be required to verify
any and all information given on this
application. I undersand that this completed application is the
property of Howard CNunty Government, Office of Human Resources
and will not be returney. I understand that the Howard County
Gavernment, Office of H\man Resources may contact prior employers
and other references. I uyderstand that I must notify the Human
Resources Division of any Yhanges in my name, address, or phone
number.

Accapt | Dacline

Top | Conditions of Use | Privacy Policy | Website Accessibility
@ Copyright 2002-2007 - Howard County, MD Government.
All Rights Ressrvad.
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11. Click on the ‘Logout’ link in the upper-right-hand corner



12. You will now see the confirmation screen.
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‘Welcome, Mary Ann Heine Halp Logout

Main Menu ‘ Search Jobs Application Status My Account

Application for Administrative Aide is Click hers for 8 printsble version of the
complete. P

Confirmation

Dear Mary Ann Heine

Thank you for applying for employment with Howard County
Government. We have received your application. All
applications will be reviewad by the Office of Human
Resources after the position closing date.

Applicants will be notified regarding their application status
and whether or not they will be contacted for an interview.

You may log into your account via the Application Lagin link on
our website to track the status of your application.

Main Menu | Search Jobs | Application Status | MY Account | Logout
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13. You will remain logged into your account unless you click LOGOUT on this page. It is important that you
log out of your account before leaving a public access computer, so that the next user cannot see your
personal information.



